OPERATIONAL SERVICES DIVISION

Job Aid:

Purchase from a Vendor Online (Punchout) G2B Catalog

This Job Aid shows how to:
e Order from a G2B (Government to Business) Contract

Of Special Note:

COMMBUYS’ punchout provides the ability to purchase Commonwealth approved items directly from the websites of
certain sellers. Punchouts are COMMBUYS connections developed with specific sellers that allow buyers to ‘punchout’ to
a seller’s online shopping website to search for and choose the desired items. Once items are selected, the buyer
transfers these items to COMMBUYS to start a release requisition. While COMMBUYS offers comparison shopping for
most Blankets (contracts), when using a punchout all price comparisons must be done prior to the punchout to the G2B
website. Use of the punchout ordering process provides several benefits:

e ensures organizations always get the correct and latest pricing on items under contract;

e provides a means to track spending with these sellers and for particular items;

¢ allows for improved contract price negotiation in the future;

o offers the convenience of an online shopping website while also allowing organizations to utilize COMMBUYS

automated approval routing.

NOTE: Be sure to turn off your Pop up Blocker. COMMBUYS is supported by most standard browsers except
GOOGLE Chrome. See the Notes in Step 1 for specific information.

Screenshot Directions

1. Launch the COMMBUY'S website

https://www.commbuys.com/bso/ into the

Browser.

C@MM BU I S Login using your Login ID and password.

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of H H H
Maasachusctia: Executive Demariments, COMMBUYS offers free mtermet based access to al You must have either the basic purchasing or
public procurement information posted here in order to promote transparency, increase

eompetiion, and achies bost value for Massachusstts taxpayere department access role to order from a G2B
COMMBUYS INFORMATION: Cata IOg .

For more information on COMMBUY'S please visit the COMMBUYS support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Aids for Sellers

If you hawve any questions or concerns contact the COMMBUY'S Help Desk at
COMMBU Y SEstate. ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-627-8283 or 617-720-2197.

LI Reaister
Register here to begin using COMMBUY'S.
“Wendors, please read this disclaimer prior to registering.
N Complete Registration
Complete registration here to begin using COMMBUY'S.
endors, please read this disclaimer prior to completing registration
emmm penmde NOTE: In order to take advantage of the
rowias opan bid opportunilies ,
emmmm Active Contracts COMMBUYS feature supporting the purchase
Browse active Contracts/Blankets.
@mmmE Contract & Bid Searen of goods from vendor punch-out catalogs,
— e BNkt remember to turn the pop-up blocker in your
Search for registered vendors. browser Off
B COMMBUYS is supported by most standard
browsers, including Internet Explorer, Firefox
Foraot your passwora and Safari. Because of the unique way

T Google Chrame manages mens an po-

ups, COMMBUYS features may not work
properly with Chrome.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Purchase from a Vendor Online (Punchout) G2B Catalog

Screenshot Directions

2. Click the ‘Shopping Cart’ icon on the
upper right side of the Header bar. The G2B

o Punchout Shopping screen will appear. (Be
# =
PO/ /¢ = » sure the browser pop-up blocker is disabled

before beginning.)

G2B Punchout Shopping Prior to redirection to the seller’'s website to
view and select Items, you must complete the
G2B Punchout Shopping screen. First,
Department | 1080CONVD - Default Data Conversion Department ¥ | select the punchout Vendor for the order.
Choose the appropriate Department,

Vendor | v |

Location | 1080L - Default Data Conversion Location ¥ | Location, Ship-to and Bill-to Address for
Ship-to Address | | = the order. Your default information will

One Ashburton Place, Room 1017 pOPUIate these flelds

Boston, MA 02108

us ey .

Email: test@goperiscope.com Punchout ReqUISItlonS cannot have different
Bill-to Address = ship-to or bill-to addresses by line item. All

items on one punchout can only be shipped to

One Ashburton P Ri 1017 .

Boston, A 02108 one address and billed to one address.

us

Email: test@goperiscope.com . . .
: NOTE: The information entered on this
: : _ : screen cannot be changed once you
Copyright ©® 2014 Perizcope Holdings, Inc. - All Rights Reserved. ‘punchout, tO the se"er,s Website.

Select the Punchout button at the bottom of
the screen.

3. The selected seller's website displays.

Welcome Buyer Buyer of Operational Services Div. Logout
(Gommonweaith of MA) (G2085341 - F)

Its’ appearance is similar to the seller’s public
website; however it will contain only the items
and pricing available under the contract.

omce seraces W eyaccoun W orermasary W customer sernce. W prnt saon COMMBUYS will remain open in the

Office Supplies | Paper | Ink & Toner | Technology | Facilities Maintenance | Break Room | Furniture | Coffee | School | Industrial | More background

Enter Keyword

| Home

This example uses W.B. Mason’s punchout.

Werrmagarsam!

Discount FURNITURE
i";";ﬁf;‘:“ Note: Punchout Catalogs are unique for each
Vendor, so the following steps may vary
W.B. Mason Interiors Sllghtly

Office Design Services

¥Dig you know?

W.B. Mason Delivers Advanced Business Controls

With W.B. Mason's Advanced Business Controls you can letyour employees order direct without losing confrol. Review orders, limit
products purchased and specify how orders are placed to save your business fime and money.

Account Shopping Lists

Create a shared list of products you want your employees to buy from You can even limit purchases to just the products you select

Order Approval

When an order is created, an e-mail can be sent to a designated Approver. The Approver logs in to wbmason.comto review, edit and approve
the order

Checkout Customization

Our dynamic checkout process can be customized to meet your needs. Want the option to pay by credt card or require a Purchase Order? We
can do that and more.

Advanced Business Controls are quick and easy to implement and cost you nothing. For more information please call 1-888-
WBMASON of contactus now.

A 4 o
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OPERATIONAL SERVICES DIVISION

Job Aid:

Purchase from a Vendor Online (Punchout) G2B Catalog

Screenshot Directions

4. You can now shop by using the vendor’s

Update Cart Empty Cart sort By B . - ;
Product Price Total website search tools and adding items to your
shopping cart.
= Post.it® Hotes $4.31/PK oy $17.24
- Mini Cubes, 2 x 2, Assorted Ultra Colors, 3 Y] . .
Ng:" | 400 Sheet PadaFack When you are finished shopping, review your
= %ﬁéﬂ"'“’w cart and submit/checkout.
MKMMZ20513PK -= Remove
comment In this example click Proceed to Checkout.
Swingline® $0.66/BX 2 oy $1.32
I"j_,,! S 1 Sndard Sy Crsel Font 210l Note: The Proceed to Checkout button may
Avaabity: NextDay _ be called something else in another G2B
I website. For example Fastenal’s webpage
Comment reads “complete checkout”
Universal® $5.10/BX 2 oy $15.30

File Folders, 13 Cut Assorted, One-Ply Top
Tab, Letter, Manila, 100/Box

Availability: Next Day

. :
UNV1Z21131ND " @ % Remove

Comment

Universal® $0.22IDZ 120 aty $26.40
Small Binder Clips, Steel Wire, 3/8” Capacity,
314" Wide, Black/Silver, Dozen

Availability: Next Day

UNV102001ND Remove
Comment
) Sub-total: $60.26
cSJA\\é'ET w Tig!- Click the "Save Cart" button to save this cart for future purchase. F——
Continue Shopping
5. In this example the Proceed to Checkout
button takes you to a COMMBUYS window.
Click Save & Continue to start the requisition
Please select the fizscal year for the new document from the dropdown below. The seller's website will close and a
Fiscal vear: 2015 ~ requisition in COMMBUYS will be created

when you submit the shopping cart.

Save & Continue

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Purchase from a Vendor Online (Punchout) G2B Catalog

Screenshot Directions

6. You will see a popup message asking if you
@ want to close this window.

Windows Internet Explorer
Click Yes

The webpage you are viewing is trying to close the window.

Do you want to close this window?

e J[w

7. ACOMMBUYS Release Punchout
Requisition with your selected items will
appear when the seller’s website closes.

Release Punchout Requisition RQ-15-1080-1080C-1080L-00000000809 Status: 1R~ In Progress 5

ftems. Vendars  Address ing. Routing Notes  Remindera  Summary The requisition is in an ‘In Progress’ status;
Requistion Number:  RQ-15-1080-1080C-1080L-00000000809 stort Descriptor™ ~ (62B From W.B. Mason some fields have populated from the

s 2 orogess . e information entered before the ‘punchout’.
Depatrert” 10B0CONVD - Dt Data Converson Departnent  Organization Operatonal Serices Dvsin Most of the requisition will be un-editable.
Location® 1080L - Default Diata Conversion Location Solictation Enabled: D

Reqiad By Date | Eemdlsie 08070 The Short Description field was populated
RequistonType . Rase Trpe Cote: v but the information can be edited.

Requestor Buyer Buyer Ruchaser ] e For example: users can enter their
Cortact ] Coactore | agency’s document numbering

o - ) schema along with a few keys words
Estimated Cost. 026 about the Purchase

Print Format: m

Dnte Last Updlad, 0G24 095527 AN User L Uptald: B Buyer Click Save & Continue and Click to the Items

Tab

Copyright @ 2014 Periscope Holdings, Inc. - Al Rights Reserved.

Release Punchout Requisifion RQ-15-1080-1080C-1080L-00000000809 e B 8. The items selected in the cart were
General [0 Vendors Adress Aucounting Routing Attschments Notes Aeminders Summary bl"OUght over and are now in the Items tab of
(U0 Vendors  Address  Accounfing  Notes . wgw
the Requisition.

satbyCobm: PoiSemence = [ sondescenong (5
ltem | Links Print ltem Description Total | Reportable . .
3 S e Teaoapical e [oon] o T Tr | You. will not be aple to add or delete items that
o | o\ k|| Decont e et are imported during the Punchout. If an error
i 22 et e, 18 St Fisoc B is made you will need to start the punchout
1 | Masier Bianket# | Line #&: P0-14-1080-05D01-05013-D0000004444/1 | 1.0 ST O . .
o o]  sofus[w] oo [ wm again, as no changes to the items can be
2 | Vet e POk oo 2y | 1SR 0 S S 010 w0 made once the information has been brought
o] uf welosls| we] ] oo into COMMBUYS.
3 | Masior Banket#1 Line & PO-44-1080-0SD01-SD13-000000H444 /1 | 20 I s, Vi A e Py T ek e 1605 sEn| [
- - " 3\]| DD| S&W|SE1D| BX | 5\}W| 0w -
‘Smal Binder Cips, Steel Viire, 38 Capacy, /¢ ide, Biack/Siver, Dozen .
4 | MasterBianket#/ Line & P0-14-1080-05004-05D13-00000004444 /1 | 40 640
- - |m| nn| nzz|m2| z | nm| | an B
Total| 56026

Copyright 2014 Periscope Hoklings, Inc. - A Rghis Reserved.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Purchase from a Vendor Online (Punchout) G2B Catalog

Screenshot Directions

9. Click the Submit for Approval button on
the bottom of the Summary tab once you have
completed the requisition.

Submit for Approval Cancel Reguisition Print

Copyright ® 2014 Periscope Holdings, Inc. - All Rights Reserved.

10. After the requisition has completed its
approval path workflow you will see a new PO
in your control center.

It will be in a ‘Ready to Send’ status. Click on

News(0) Regs(4) Bids(3) [[ZSG| Aperovalid) My Reminders(0) Events(o)
In Progress(o)  Ready for Approvallo) [EIERR| Retumedio) Change Order(0} the PO number to open the document.

11. The PO opens the Summary tab; scroll to
the bottom of the page.

Click the Save and Continue button to send
the G2B order to the Vendor for processing.

Vendor Notification Actions
opton(s) | ©) Submk Onderto Vendor Ste

Save & Continue
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